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CITY OF HOUSTON PROCUREMENT

Request for Council Action Approval & Routing Process
High Technology & Complex RFP Procurement Projects

START

Buyer drafts & 
forwards the 

complete RCA 
package to SPD 

Manager for 
review

SPD 
Manager 

reviews draft 
RCA with its 
attachments

Is RCA 
approved by 

SPD Manager
?

No

SPD Manager 
approves & 

forwards RCA & 
attachments to 
Administrative 

Services

SPD Admin. Services 
forwards RCA & 

attachments to DPU for 
approval. As necessary 
emails Finance Budget 
Office to verify funds.

Is 
Department 

Director okay 
with RCA? 

No

Yes

Yes

DPU submits RCA 
& attachments to 

Department 
Director for final 

review & approval

DPU submits 
signed  RCA to 
SPD Admin. 
Services for 

CPA’s signature

SPD Manager 
reviews all 
requested 
changes & 

reflects them on 
revised RCA

CPA signs the 
original  RCA & 
submits to SPD 
Admin. Services

Buyer submits 
Affidavit of 

Ownership for 
potential contractor/ 

supplier to SPD 
Staff Analyst

SPD Staff Analyst reviews 
& submits the affidavit to 

Controller’s Office & 
updates Affidavit Log

Controller emails 
tax records to 

SPD Staff 
Analyst

SPD Staff Analyst 
updates Affidavit 
Log & emails the 
tax records to 

buyers

Agenda Director 
reviews original 

signed RCA

Is RCA 
approved by 

Agenda 
Director

?

SPD Admin. Services 
provides copy of signed RCA 
to Buyer & holds the original 
RCA package until a copy of 
signed ordinance is received

SPD Buyer emails 
Controller’s Office 

requesting release of 
OA to allow Department 

to create SRO

SPD Buyer 
coordinates with 
Legal in finalizing 
contract packet & 

ordinance

SPD Buyer/ Manager 
provides SPD Admin. 

Services & Controller’s 
Office copy of signed 
ordinance & contract

SPD Admin. Services forwards 
approved original RCA package 

to Agenda Director’s Office & 
copy to SPD Buyer.

No

Agenda Director 
places items on 
the City Council 

Agenda

Forwards any related 
procurement questions to 
SPD Admin. Services & 
Managers for immediate 

follow-up

END
Yes

Department 
Director 

recommends 
& approves 

RCA

SPD Admin. 
Services submits 
signed  RCA to 

CPA for  
signature

No
Is

ordinance 
required

?

Yes
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CITY OF HOUSTON PROCUREMENT

Request for Council Action Approval & Routing Process
Professional Services RFP Procurement Projects

START

Buyer drafts & 
forwards the 

complete RCA 
package to SPD 

Manager for 
review

SPD 
Manager 

reviews draft 
RCA with its 
attachments

Is RCA 
approved by 

SPD Manager
?

No

SPD Manager 
approves & 

forwards RCA & 
attachments to 
Administrative 

Services

SPD Admin. Services 
forwards RCA & 

attachments to DPU for 
approval. As necessary 
emails Finance Budget 
Office to verify funds.

Is 
Department 

Director okay 
with RCA? 

No

Yes

Yes

DPU submits RCA 
& attachments to 

Department 
Director for final 

review & approval

DPU submits 
signed  RCA to 
SPD Admin. 
Services for 

CPA’s signature

SPD Manager 
reviews all 
requested 
changes & 

reflects them on 
revised RCA

CPA signs the 
original  RCA & 
submits to SPD 
Admin. Services

Buyer submits 
Affidavit of 

Ownership for 
potential contractor/ 

supplier to SPD 
Staff Analyst

SPD Staff Analyst reviews 
& submits the affidavit to 

Controller’s Office & 
updates Affidavit Log

Controller emails 
tax records to 

SPD Staff 
Analyst

SPD Staff Analyst 
updates Affidavit 
Log & emails the 
tax records to 

buyers

Agenda Director 
reviews original 

signed RCA

Is RCA 
approved by 

Agenda 
Director

?

SPD Admin. Services 
provides copy of signed RCA 
to Buyer & holds the original 
RCA package until a copy of 
signed ordinance is received

SPD Buyer emails 
Controller’s Office 

requesting release of 
OA to allow Department 

to create SRO

SPD Buyer 
coordinates with 
Legal in finalizing 
contract packet & 

ordinance

SPD Buyer/ Manager 
provides SPD Admin. 

Services & Controller’s 
Office copy of signed 
ordinance & contract

SPD Admin. Services forwards 
approved original RCA package 

to Agenda Director’s Office & 
copy to SPD Buyer.

No

Agenda Director 
places items on 
the City Council 

Agenda

Forwards any related 
procurement questions to 
SPD Admin. Services & 
Managers for immediate 

follow-up

END
Yes

Department 
Director 

recommends 
& approves 

RCA

SPD Admin. 
Services submits 
signed  RCA to 

CPA for  
signature

No
Is

ordinance 
required

?

Yes
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CITY OF HOUSTON PROCUREMENT

Request for Council Action Approval & Routing Process
Recurring Services & Commodity/Supplies Procurement

START

Buyer drafts & 
forwards the 

complete RCA 
package to SPD 

Manager for 
review

SPD 
Manager 

reviews draft 
RCA with its 
attachments

Is RCA 
approved by 

SPD Manager
?

No

SPD Manager 
approves & 

forwards RCA & 
attachments to 
Administrative 

Services

SPD Admin. Services 
forwards RCA & 

attachments to DPU for 
approval. As necessary 
emails Finance Budget 
Office to verify funds.

Is 
DPU

 okay with 
RCA? 

No

Yes

Yes

DPU submits 
signed  RCA to 
SPD Admin. 
Services for 

CPA’s signature

SPD Manager 
reviews all 
requested 
changes & 

reflects them on 
revised RCA

CPA recommends and 
approves the original  

RCA & submits to SPD 
Admin. Services

Buyer submits 
Affidavit of 

Ownership for 
potential contractor/ 

supplier to SPD 
Staff Analyst

SPD Staff Analyst reviews 
& submits the affidavit to 

Controller’s Office & 
updates Affidavit Log

Controller emails 
tax records to 

SPD Staff 
Analyst

SPD Staff Analyst 
updates Affidavit 
Log & emails the 
tax records to 

buyers

Agenda Director 
reviews original 

signed RCA

Is RCA 
approved by 

Agenda 
Director

?

SPD Admin. Services 
provides copy of signed RCA 
to Buyer & holds the original 
RCA package until a copy of 
signed ordinance is received

SPD Buyer emails 
Controller’s Office 

requesting release of 
OA to allow Department 

to create SRO

SPD Buyer 
coordinates with 
Legal in finalizing 
contract packet & 

ordinance

SPD Buyer/ Manager 
provides SPD Admin. 

Services & Controller’s 
Office copy of signed 
ordinance & contract

SPD Admin. Services forwards 
approved original RCA package 

to Agenda Director’s Office & 
copy to SPD Buyer.

No

Agenda Director 
places items on 
the City Council 

Agenda

Forwards any related 
procurement questions to 
SPD Admin. Services & 
Managers for immediate 

follow-up

END
Yes

DPU or 
Department 
Director’s 
designee 
approves 

RCA

SPD Admin. 
Services submits 
signed  RCA to 

CPA for  
signature

No
Is

ordinance 
required

?

Yes


